
OnBase Web Interface 

Document Retrieval - Keyword View 

1. The OnBase Web Interface is located at https://ecm.cabq.gov/AppNet/ 

2. If prompted, you will log in using the same credentials you use to log in to your email account. 

3. Upon logging in, you will see Document Types in the top left pane That you can select from: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://ecm.cabq.gov/AppNet/


4. Click on City Contracts. The bottom left pane will then populate with a list of keywords that you 

are able to search by:  

 

5. Fill in at least one of the keyword boxes, then click search. 

 
 



6. You can also utilize the full-text search. This is recommended only if the keywords do not cover 

what you are looking for:  

 

 
 

 

7. Once you click search, search Results will populate in the right pane: 

 

8. Double click the document in the search results to open the file in a new window:  

 



 

9. To Save a copy of the document, Right Click on the document > Send to > File 

 
 

Document Retrieval – Folder View 

 

1. The OnBase Web Interface is located at https://ecm.cabq.gov/AppNet/ 

2. If prompted, you will log in using the same credentials you use to log in to your email account. 

3. Upon Login, Click on the Hamburger menu in the top left corner: 

 

 

4. From here, Under Folders - Click on “Open Folders” – This will open a new window with the 

Folder View:   

https://ecm.cabq.gov/AppNet/


 
 

 

 

 

 

5. Click the arrow next to “City Contracts” In the top left This will reveal employee folders: 

 
 



a. Scroll through the list to find the Contracting company you are looking for and click the 

Arrow to the left of their folder icon. This will reveal all the contract numbers we have 

with that contracting company: 

 
b. Click on the folder you wish to view documents for. This will then populate documents in 

the document list. NOTE: Folders will only be displayed if a document belongs in that 

folder.  

 
c. Select the document you wish to view from the document list. The document will then 

populate in the right pane:  

 



 
 

d. To Save a copy of the document, Right Click on the document > Send to > File 

 


